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Thank 

You! 









Colors my perspective



Session Objectives

Topics:

Ticket reconciliation

Teacher collection log

Purchase Order

Sales Tax

Etc.



Right or Wrong Not Focus

Not just one way 

to do it right

Some ways might 

be better than 

TISUAPM

Some might be 

inadequate



Session Objective

Processes

Accountability/

Control
Compliance



TISUAPM

Ticket 

Reconciliation



Ticket Reconciliation
Use of a ticket reconciliation 

is an internal control that is 

required for all events, such 

as athletics or entertainment, 

for which a fee is charged or 

paid in advance, and a 

collection log is not used.

(TISUAPM Section 5-4)



Why Can’t I Get This Right?

Form not quick and easy 

Time and inconvenience

Generally gate workers

Not engaged (possibly resentful)

Not responsible

Not told/trained – fail to understand 

the importance of each step



Why Can’t I Get This Right?

Bookkeeper willing to 

“take care of it”

Sometimes oval peg in 

round hole



4-17-18 ?? ??

Varsity Football, JV, Girls, 

Boys, “Oklahoma” Fall 

Festival, etc. – Be SPECIFIC!

Always Date



Designated Party/Bookkeeper? 

Date and other identifying info

Ticket color(s) and expected sales 

price

“Before-sales” ticket number info

Make-up and amounts of 

beginning change

(Assumption – new 100 ticket rolls)













Assumptions

50 tickets of each color 

sold

$500 beginning change









What to Remember

For effectiveness of financial “control” of 

using prenumbere tickets –attendee 

must be required to have it to enter 

event (location other than ticket booth)

Designate responsibilities

Who prepares tickets/change box  and 

documents (not the ticketseller)

Who is designee?



What to Remember

Designate responsibilities (continued)

Who counts money?

Who makes copies (and how, when 

and where?)

Who receives and reconciles 

prenumbered receipts to ticket 

reconciliation?



What to Remember

Document

 Beginning change verification

 Beginning and ending ticket number 

verification

 Ending count  and record of count by 

sellers/adm.

 List of checks (name, number, amt.)

Never sign blank forms





TISUAPM

Teacher 

Collection 

Log



Teacher Collection Log

A collection log 

may be 

prepared as an 

alternative to 

prenumbered 

receipts.
(TISUAPM Section 5-4)



Why Can’t I Get This Right?

Form not quick and easy

Staff

Not trained

 Time crunch (students in classroom)

Don’t understand importance of fully 

and properly  completing

Don’t want to get caught breaking 

rules



Why Can’t I Get This Right?

Staff (cont.)

Copier 

unavailable/inconvenient

Delivering money to 

bookkeeper inconvenient

 Sometimes square peg in 

round hole



Teacher/Other Completes



Teacher/Other Completes



Cashier/Bookkeeper Completes





What to Remember
Help staff understand importance of:

 Fully and properly completing log 

(including date)

Recording cash and checks separately

 Turning in $$ daily (or more often)

Retaining copies

RETAINING COPIES



What to Remember
Help staff understand importance of:

Obtaining prenumbered receipt from 

bookkeeper and reconciling to 

collection log

Cashier/bookkeeper entering date, 

receipt number, receipt date and 

initialing collection log

Never sign blank forms



TISUAPM

Purchase 

Requisition/

Authorization



Purchase 
Requisition/Authorization

To initiate a purchase 

which does not 

require advertised 

bids…a prenumbered 

purchase requisition 

should be completed.



Why Can’t I Get This Right?

Seems like useless paperwork –

don’t understand the control

Don’t understand controls

Don’t know who, what or how

Not properly authorized

Not completed and authorized 

PRIOR to purchase

Not reconciled to invoice









What to Remember

What the PR/PA process 

does?

Helps ensure available 

funds

Helps ensure appropriat

purchase which will 

benefit appropriate 

school parties



What to Remember

Train staff to get authorization 

PRIOR to purchase

Bookkeeper review account balance 

before signing and dating

Principal sign and date to indicate 

authorization

Never sign blank forms





Why Can’t I Get This Right?

Don’t know whether to pay 

or not

Don’t want to pay

Forget to have vendor add 

it



What to Remember

Pay sales tax on purchases of ALL 

resale items (exceptions regarding 

books and school lunches).  

Pay sales tax REGARDLESS of 

whether items are resold for profit 

or at cost.

Don’t forget Sam’s Club.



????????????



TO THE LIBRARY SAM

LET’S GO HOME FRODO


